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, For instructions on completing this form contact DHR Records Managament Unit, 47 Trinity Avenue, Atlanta, Georgna
30334. Phone - (404) 656-4976 GIST: 2214983 L
" BHR TT1. GEORGIA DEPARTMENT OF HUMAN RESOURCES | ArchivEs AND ms'ra;'f_ T
Applicstion Date Div'. Mental Health/Mental Re t;rdat ion Application Number
Administrative Services Section -
—-=—_Z-/,—1?~--/83 Management Information Systems Unit @ 3 8 q :
Application Number | Date Received Date Complsted
Floyd Building-East Tower
83-2 - ] loth Floor- Room _“w_"____fgp 281383 |MAR 1'71?83
[2 Pessonto Contact Working Title " Telephone Number
Jane Martin Operations Analyst Associate
| Alan Zi I e Unit Chief . . 656-7178 . __ |

3. Action Raquarted “‘ i

a. .| Esteblish Retention Schedule; record will continue to sccumulate.
b. [JDispose of pressnt sccumulation; no further accumulation anticipated,
¢. [JAmend Application No. Check One: [ Chenge; [ Superceds; [ Void

4. Dates of Series B. Records Series Title foliewed by titls used in office; if different)

Eerliost Latest

| 1979 |continuing| MH/MRIS - Moathly Inguiry Log _
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Division of Mental Health and Mental Retardation administers the programs for mental
health, mental retardation, and other developmental disabilities: ‘alcohol and druy abuse;
and conducts training and research. This Division is also concerned with community mental
health, and the administratfon of the State mental hospitals; aad rehabilitation and
retardation centers State-wide. - '

The Management Information System Uoit is responsible for developing, operating, and
meintaining the input end operation functions of the computerized Mental Health and -
Mental Retardation Information System and; overseeing the requirements analysis, general
and detailed design and implementation of future computerized information systems and to
develop, operate and maintain these systems once they become operational

7. Records Series Description Tris fils contains the foilowing documants finclude form numbers and tities, if any):  Attach sampies of tha file, ]
Documents relating to: mintaining a record of time frequency distribution and performance of
functions for the Inquiry module. :

Inciuded sre: MH /MR IS ~ Hohthly Inquiry Log- a computer report, which records the time
frequency distribution and performance of functiouns for the Inquiry module.

File isaranged: Chronologically by report date

How often are records referred to wnich are:
Seven to twelve months uld 4 ;
?

3 MontFnRr Réference Rate
One to six months old 8 —-
twenty-five months and oldar _Q_

1

Thirteen to twenty-four months old

A Ahnual Rate of A“uéumulntion or Records
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., function time distribution of the Inquiry wmodule, .;: Frn o ,p i o ooy dnctoas T ead

- et
| YES | ¥O | 10. Questionnaire _(Place an “X* in the proper column) i —— -
. 8. 1s this the officlal copy of the serlas? ’
X if not, whore is It?
b. Does the series contain eonﬂdentlal Informat-on nqulrmg ucuritv handling? If m, cite Ilw or uguh:tion.
X ;
o X e ls thnsavital record? ’ o ' rw_ T ,,,:ﬁ,,,_,.,_.,__w..,__ T
X d, Does this series heve hiltoncal or Iong tor'n ruaarch valua? T
. When one or two documents in the flIB maka It neesssnry to keep thé entlrg file for along porlod could thess documants
X | _ bescheduled seperataly? ’ 7
X | tTs the information contained in this series ever published? Ifyes, attsch Gopy. — e eeve
g. s the information contained in this lanes avar analvzod ona]or r;eordad in a summarlzed report?
X If yes, attach copy. o T ;;___ L e
h. I3 there a duplicataon of thls serios in your office, or in another office or agancy'? B )
X If ves, where? _ .
_ 7 s this series for & major portion of it} regulerly mfcrofilmad? _c_ K
. X | _j. Does the record series result in a computer printout? Series consists of_prin tout 0n1y L
1. Rmnuon Requirements The following requires the serias to be kept: 7
a. State Law | e —em YOGS d., Auditperiod —_ - YOurs,
b. Statute of limitation trnmn e e YOETE. a&. Administrative nead —— .. YO&TS.
c. Federal law — e YBETS, f. Federal retantion instructions e e Y 8878,
Attach éopv or excarpt of laws or regulations, Explain admininfa;tiva peed. -y Ttas T BT tyros AL el Ty SRy
. Adminis trative ly, this file series is necessary to documént the performance and ' ~A7

"0 Transfér t6 local Rolding srea; hold .~ ,_J__ v’!ai'ti} then ™ =0~ ST SR TR LA RN

3 Transfer to State Archives for permanant retention.
O Other Specify)
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Thesa instructions apply to all prior and future sccumulations of the serias.
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Agency Hasd7Designeé {Signature)
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Recommendations in paragraph
12 are spproved. Stats Auditor/Designee
{if disapproved, attach letrer e

of explacation.) .. ~ cretary of State/Designes

Attornesy Genaeral/Designea
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